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Policy:  Tuition Reimbursement 



Effective: June 15, 2006
Revised:


City of Terre Haute

Tuition Reimbursement Policy and Procedure
Scope:
This policy applies to all regular, full-time employees as defined in the City Employee Handbook who have worked continuously for at least 12 months prior to the date of application.
Policy:
The City recognizes the mutual benefit derived from the personal growth and increased work competence that an education can bring.  Because of this, the City provides financial assistance to employees interested in furthering their education.  The amount of funding made available may vary from year to year based upon budgetary conditions, and funds will be dispersed to qualifying applicants on a “first come, first served” basis.

The City will reimburse a maximum of $1500 per year (any consecutive12-month period) towards the cost of tuition and books upon an employee’s successful enrollment in and completion of a graduate or undergraduate class relevant to the business of the City under the following conditions:

· Pre-approval prior to enrollment is required each semester from the employee’s Department Director and Human Resources for benefits to be paid.

· Reimbursements are granted on a first-come-first-served basis
· Employees are required to prepay the tuition and book fees subject to reimbursement.  Upon successful completion of the course(s), oOriginal receipts and grades must be submitted to the HR Dept within 4 weeks after the class has ended.  Tuition will be reimbursed according to the following scale:

	Grade
	Undergraduate

Courses
	Graduate

Courses

	A
	100%
	50%

	B
	80%
	40%

	C
	60%
	30%


· Book fees will be reimbursed at a rate of 50% of the employees out of pocket expense.  Reimbursement will not include application fees, examination fees, parking tickets/passes, travel or lodging costs, miscellaneous fees or expenses, and book fees.  The Tuition Reimbursement Program is intended to help reimburse employees for education expenses that they have paid from their own resources.  It does not cover expenses underwritten by other forms of financial aid, including scholarships, fellowships, the G.I. Bill, etc.  Only expenses not covered by other sources of financial aid are eligible for reimbursement.  

· Employees must pass undergraduate and graduate course work with a grade of “C” or better, or its equivalent.  Failure to do so will result in reimbursement being denied.
· Only full semester courses offered through a degree-granting institution that is accredited by the North Central Association of Colleges and Schools will be considered for Tuition Reimbursement. Only “In-State” tuition rates will be eligible for reimbursement. 
· Classes may not interfere with an employee’s job responsibilities/duties and must be arranged around work schedules.  Deviations from the employee’s regular schedule must be approved in advance by the Department Director.
· If an employee voluntarily leaves the employ of the City of Terre Haute within twelve (12) months of receiving reimbursement he or she shall repay the reimbursement received within the prior twelve (12) months using the following scale:

	Leave Within

Months
	Leave of Service Reimbursement

	1-3
	100%

	4-6
	75%

	7-9
	50%

	10-12
	25%


· An Employee who quits or is terminated from the City before completing a class will not be eligible for reimbursement benefits.

· The completion of a course of study does not obligate the City to reward such completion by promotion, transfer, reassignment, wage or salary increase, etc.
Procedure:   The application procedure involves the following steps:
1.)  Submission of application.  Before registering for a course, an employee must submit a completed Application for Tuition Reimbursement to his or her supervisor.  The employee and supervisor will discuss the relevance of the course(s) to the employee’s position and/or future goals.
2.) Statement of Understanding form.  Prior to receiving authorization and payment of reimbursable expenses, employee shall sign a Statement of Understanding form stating that the employee understands the required repayment of reimbursement should the employee terminate their employment within the 12 month period. 

3.) Approval of application.  If the course(s) fulfill the requirements of this policy, the supervisor will indicate approval by signing the form and will forward it to the Director of Human Resources, along with the completed Statement of Understanding form.  The Director of Human Resources will review the request and return it to the supervisor, either with a signed approval or with an explanation of the reasons for disapproval.

4.) Registration.  The employee may register for the course(s) once the application is approved.

5.) Evidence of satisfactory completion.  Upon successful completion of the course(s), oOriginal receipts and grades must be submitted to the Human Resources Department within 4 weeks after the class has ended.
6.) Authorization and payment.  The employer will review the submitted documents, authorize payment (if warranted), and send a claim to the accounting department, which will issue a reimbursement check to the employee.  If a course is not satisfactorily completed in accordance with the criteria outlined in this policy, no reimbursement will occur.
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